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FAIS Claims User Manual for Program Participants

1. General Information

As a result of examining progress for a given agreement by analyzing regularly submitted progress
reports, the Food Assistance Division (FAD) may determine that the agreement cash given to the
Program Participant has not been used properly. As a result, FAD may issue a claim against the Program
Participant to get cash reimbursed back. Therefore, the claims process is the process by which:

e The Food Assistance Division (FAD) initiates a claim against a Program Participant for cash
reimbursement.
e The Program Participant and FAD take actions collaboratively to settle the claim.

Notice that the Food Aid Information System (FAIS) handles the process of claim initiation and
negotiation, but does not handle the actual payment processing or the interaction with the financial
systems to handle payments. Interaction with the financial system for the actual money transfer is
therefore outside the scope of this document. Notice also that claims against entities other than
Program Participants; e.g., freight vendors, are handled entirely outside FAIS and are also not covered in
this document.

1.1 Access
The claims functionality is available to Program Participant staff regardless of their role.
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2. Claim Workflow and User Interface

Before describing the claim user interface and workflow for Program Participant staff, we present in
Error! Reference source not found. a diagram depicting the entire workflow of the claim process in
order to provide the reader with the full context of the process.

Figure 1 - Claim Workflow.

The Claim workflow in Error! Reference source not found. is described as follows. Throughout the
remainder of the document, we use the term FAD to represent authorized FAD and MES users:

e FAD user initiates a claim against a Program Participant for a given agreement.
e A Program Participant authorized user receives an alert regarding the new claim and
» Accept the claim
v The Program Participant pays the claim
v FAD staff indicates that payment is made in FAIS

» Seek Extension

v' The Program Participant seeks an extension with a comment explaining why an
extension is sought and the desired extension date

v FAD staff has the option to grant extension or not grant it. In case the extension is
granted, FAD records the new extension date
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> Appeal

v" The Program Participant appeals the claims and indicates the reason for appeal

v" FAD goes through an offline process to determine whether or not to accept the appeal

v" FAD sends the appeal response to the Program Participant (either accept the appeal or a
second demand letter indicating rejection of the Program Participant appeal)

e When the claim is settled, FAD closes the claim.
e Inall scenarios:

> If the Program Participant is late in responding, FAD has the ability to send a second demand
letter to the Program Participant

» FAD and Program Participant staff collaborating on an agreement may use a mechanism
called “Follow up” to exchange messages regarding the claim.

» When FAD makes a final decision on a claim; e.g., after an appeal is received by the Program
Participant, FAD may generate a Final Claim Determination letter to communicate the final
decision to the Program Participant.

> If FAD determines that a Program Participant will not pay a claim, it may intimate the
Department of Treasury to that effect.

2.1. Claims User Interface

The following sections describe the details of the claims workflow for Program Participant staff. Please
notice that the following workflow is also integrated with an Alert System that will alert users when an
action is taken that requires their attention.

The Program Participant user accesses the Claims module by clicking the Claim sublink from the
Agreement top menu toolbar, as shown in Error! Reference source not found..
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@) FAIS: Home Page

< C A hops://fas-dev.felsystems.com/qa/webapp w A

DA United States Department of Agriculture Linking ULS. Agriculoun
us Food Aid Information System e ULS. Agriculire ’%
(QA -\

I fo fad lyst2 [ Loa Off )

My FAIS You are here : Home

Alerts FAIS Home Page

INSTRUC TIONS 2 4

ANNOUNCEMENTS

Welcome to the Food Ald Information System (FAIS) Home Page. Choose the appropriate function you want to perform
pertaining to your FAIS Role using the Menu options.

FALS is an integrated information system through which The Food Assistance Division (FAD) of the United States Department of
Agriculture will manage and administer its food aid programs and interact with its strategic food aid partners, both within and outside

the U.S, government, With this system in place, FAS will improve operational eff; 1 and analysis of
effectiveness, and performance measurement. FALS is intended to enable more efficient and effective use of USDA program funds,
enhance m’orm.uon sharing and co!labor.uon in strategic planning and improve agency-wide collaboration and demonstration of —
program « When fully d, FALS will provide the following functionality :

o Proposal Management process is the process of I food aid pr Is; proposal b by the Program
Participants (PP); and proposal evaluation, scoring, and approval.

o Agreement Generation and Negotiation is the process for collaboration between FAD and the PPs to turn approved
proposals into signed agreements.,

o Amendment is the process of di signed ag

° SUdoot and Pl.nmng process is the process of cnanno the andont s budgets for future years and obligating funds.

o U tion is the process of evaluating agreement execution progress through various means such as

moular progress reports.

o Procurement is the process of issuing tenders and awarding contracts for procuring and transporting agreement
commodities.

o Payments and Receivables is the process of handling invoices from PPs, carriers, and freight forwarders to cover
agreement expenses.

o Claims is the process of USDA raising claims against PPs and other entities in case of not meeting contractual obligations
hence necessitating refunds to the US government.

o Closeout is the process of administrative closure of agreements,

How to Use FAIS

After ob an e- h t & user must perform a one-time registration with FAIS, While registerning, you must
associate yourself with & registered organization. If your organization is not yet registered, please fill out your complete organization
information by downloading the file Organization Reqistration Form. Once completed, please attach the file in an email by glicking

If you are a registered FALIS user, use the links at the top menu toolbar to perform the desired function.

FAIS Support -
«| | »

Figure 2 - Access to the Claims Module.

2.1.2. Listing Claims

The user may select any of the available values from the Search Information section to narrow down the
list of claims. Once the required claims list is shown, the user may perform any of the following actions
shown in Error! Reference source not found.:

e Accessing an existing claim by using the Summary link for that claim.

e Deleting a claim by using the Delete link for that claim. Only the person who created the claim
will have the delete link active, depending on the claim status. Therefore the Delete link will
always be inactive for the Program Participant users.
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laim fClaim

€« C @ fashqappsdev 17.fasnet.ag/fas/uat/webapp

ClamList

USDA United States Department of Agriculture
ﬁ Food Aid Information System

You are here : Home > Agreement > Claim
Claim List

Linking U.S. Agriculture /TE2)

-
Home | Proposal | Agreement | Compliance | Reports | Administration | About FAIS |
welcome fais_admin , On behalf of  PP_Dir 12.0ff ]

INSTRUCTIONS

Search Information

Program Participant PYO Company

2

Agreement | ALL

Claim Status | ALL

Search |

FGR-123-2011/012-
oo

o PVO Company

Showing 1 to 1 of 1 entries

EAS Homs | USDAgoy | USA.goy | Whits House | EQIA | Accessibility Statement | Privacy Policy |

Figure 3 - List of Claims.

2.1.3. Processing New Claim

Test
Claim_0Oct27

Claim Summary |
Issued Delete

Filter all columns: I |

150,000.00 FAD Analyst 2

When the Program Participant person opens a new claim by clicking on the Summary link associated
with the claim, the user sees the claim summary screen shown in Error! Reference source not found..

The List of Attachments section on the screen will list all the claim attachments. The Program
Participant user has the three options described in Section 2 and are shown in the Actions navigation

panel.
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« C' @ fashqappsdev17.fasnet.ag/fais/uat/webapp/Claim /Claim fClaim S ary?clamld= 16648 ooN
[ — e S e L ¢ e - s - - M
Alerts Claim Summary
Claim Details
o Claim #: 0 INSTRUCTIONS ?
o PP LOL
° # FGR-656-
50300 Claim : Test Claim_0Oct27
o Stabus: Clam Issued
@ Claim Amount ($x 150,000.00 AD Directo
o At i FAD Orwrer User L FAD Director
o Amourt Paid (3 PP Owner User FP Director
Data Navigation Country |Mozambigque
o Claim Summary Requested Extension
& Claim Attachments Date |
Actions Claim R“’“'“m [1or27r2011
& Folloer Lo
o Appeal
o Seek Extension Notes
o Accept
Appeal Note
Appeal R ote
Secc ] Derr te
Final Claim De ination Note
Treasury Intimation Note
Close Out Note
~ List of Attachments

1124 Attachment.docx Claim Letter Download -

workflow History

} e ~ om = = — o

Figure 4 - Program Participant User Access Claim Summary.

Accept the Claim

If the Program Participant accepts the claim, the user clicks on Accept and enter any comments, if
necessary, as shown in Figure 5. Notice that the comments box allows the Program Participant to attach
a file associated with claim

accetpance.

@ Claim Summary

€« > C ff & nups /fais-dev.feisystems.com/qa/Fais.Web/Claim/Claim/ClaimSummary?cliaimiD=1199

Action Comment x
Comment:
We accept the claim and we will pay within|
130 days.

File Name:

[ Choose File | o fite

[ ok ][ cancel
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Figure 5 - Program Participant Accepts the Claim.

Seek Claim Extension

The Program Participant may seek extension to the Claim Response Due Date by selecting the Seek
Extension link and entering the Requested Extension Date and, if desired, comments in the Note field,
as shown in Figure 6.

(%) Seek Extension

€ C M A& hupsy//fais-dev.feisystems.com/qga

USDA United States Department of Agriculture
= Food Aid Information System
- )

m You are here : Home > Agresment > Claim > Seek Extension Welcome ppuseridicl [ Log Off ]
Alerts

Seek Extension
Claim Details

Claim #: 33 INSTRUCTIONS
L

Agreement & FGR-AUCK-
2012/000-00-A Claim Response Due

Status: Claim issued Dete 9272011
Claim Amount ($): 120,000.00)

isue Date: 9272011 e e e 911272011 W (UL Yere) v ]

Amount Paid (S)

Note |We need more time to investigate
Data Navigation the claim.|
& Claim Summary

o Clam Attachments
Actions

o Follow Up

o Appeal

o Seek Extension

o Accept

EAS Homs | USDAgoy | MUSAgox | MWhite Houss | EQIA | Acceaaibilit | Privacy Poli

Figure 6 - Program Participant Seeks Claim Extension.

Appeal Claim

The Program Participant may appeal a claim by performing the following actions:

e Attaching the Claim Appeal Letter by clicking on the Claim Attachments link in the Data
Navigation section and choosing Appeal Letter as the File Type. The user browses for the Claim
Letter file and attaches the file using the Upload button. This is shown in Figure 7.

e C(Clicking the Appeal link from the Claim Summary screen, entering the Appeal Note, if
necessary, and clicking the Submit Appeal button, as shown in Figure 8.
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= C @ fashqappsdev17.fasnet.ag/fas uat/

m fClaim ListAttac

USDA United States Department of Agriculture
ﬁ Food Aid Information System

o
o
o
o

Data Navigation

& Cladm Summany
o Claim Aftachments

Actions

You are here : Home > Agreement > Claim > Clairm Attachments
Claim Attachments

Linking U.S. Agriculture /TE2)

-
Home | Proposal | Agreement | Compliance | Reports | Administration | About FAIS |

welcome fais_admin , On behalf of PP_Dir 12.0ff )

INSTRUCTIONS

List of Attachr

1124 Attachment.docx

Upload a file

File Type:

2

Claim Letter

Generic

File Name: [ appeal Letter b file chosen

o Folow Up
o Appeal Commert: |

o Seok Extension
Upload I

o Accept

EAS Homs | USDAgoy | USA.goy | Whits House | EQIA | Accessibility Statement | Privacy Policy |

Figure 7 - Program Participant User Attaches Claim Appeal Letter.

@ Appeal Claim

<« C M & https//fais-dev.feisystems.com/qa/Fais.Web/Claim/Claim/AppealClaim?c
S UV G oA Sy s
(Qa)

oA
-

| Proposal | About FAIS |

Home | Reports Out | Payment | Agreement | Administration | Compliance

m You are here : Home > Agreement > Claim > Appeal Claim Welcome ppuseridicl [ Log Off ]
Alerts Appeal Claim
Claim Details
o Claim#: 34 INSTRUCTIONS ?
= PP PP
o A #: FOR-AUCK-
5812/00-00-A Claim : 02September2011
o Status: Claim issued
© Claim Amount (S): 250,000.00} <
4 x = FAD Owner User |FFP_FAD_Analyst2 FAS
& Amount Paid (3): PP Owner User |PPUser1Dir1 FAS
Data Navigation Country |Auckiand Islands
o Claim Summarny Requested Extenson
o Claim Attachments te
Actions Claim Response Due (911072011
o _Folow Up
o — :
" - Comments
o Accept
AppesiNote [We do not concur with the claim. FPlease find
attached the Appeal Letter with justification]
445 Attachment.docx Lplzad | Lalet
448 Attachment.docx Appeal Letter Download | Delete -

Figure 8 - Program Participant User Submits Appeal.
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